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Privacy Notice (How we use pupil information) 
 
Why do we collect and use pupil information? 
We collect and use pupil information under the lawful basis of legal obligation and public task.  Examples of data 
collection for legal obligation purposes are the Department for Education Censuses required under the Education 
Act 1996 – this information can be found in the census guide documents on the following website 
https://www.gov.uk/education/data-collection-and-censuses-for-schools. 
To assist with the performance of official functions the academy also retains data locally for pupil achievement 
tracking. 

We also collect and use pupil information where it is vital to their interests e.g. medical information and where 
consent has been obtained, for example for a photograph to be included in publicity material. 

In some cases pupil information may be shared with service providers where contracts are put in place to benefit 
pupils/parents e.g. communication with parent services or payment for school meals services. 
 
We use the pupil data: 

• To support pupil learning 
• To monitor and report on pupil progress 
• To provide appropriate pastoral care 
• To assess the quality of our services 
• To comply with the law regarding data sharing 
• To safeguard pupil health and wellbeing  
• To be included in publicity materials or on the website 
• To assist with the collection of payment for pupil meals 
• To assist with communication  

 
The categories of pupil information that we collect, hold and share include: 

• Personal information (such as name, unique pupil number and address) 
• Characteristics (such as ethnicity, language, nationality, country of birth and free school meal eligibility) 
• Attendance information (such as sessions attended, number of absences and absence reasons) 
• Assessment information (such as examination registration number) 
• Relevant medical information (name and address of doctor, allergies, medical conditions) 
• Special educational needs information 
• Exclusions/behavioural information 
• Post 16 learning information 

 
 
Collecting pupil information 
Whilst the majority of pupil information you provide to us is mandatory, some of it is provided to us on a voluntary 
basis.  In order to comply with the General Data Protection Regulation, we will inform you whether you are 
required to provide certain pupil information to us or if you have a choice in this.  
 
Storing pupil data 
In Primary academies, we hold pupil data until the pupil transfers to secondary school when the pupil records 
transfer with them.  In secondary academies, we hold pupil data until they reach the age of 25 years.  Records 
are retained in accordance with the guidance in the Records Management Toolkit for Schools produced by the 
Information and Records Management Society. 
 
  

https://www.gov.uk/education/data-collection-and-censuses-for-schools
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Who do we share pupil information with? 
We routinely share pupil information with: 
 

• Schools/academies/multi academy trusts that the pupil’s attend after leaving us 
• Our local authority 
• The Department for Education (DfE)  
• Service providers of management information and assessment tracking software 
• Service providers of parent communication services 
• Service providers of vouchers for provision of services such as breakfast clubs 

 
Why we share pupil information 
We do not share information about our pupils with anyone without consent unless the law and our policies allow 
us to do so.  We share pupils’ data with the Department for Education (DfE) on a statutory basis. This data sharing 
underpins school funding and educational attainment policy and monitoring. 
 
We are required to share information about our pupils with the (DfE) under regulation 5 of The Education 
(Information About Individual Pupils) (England) Regulations 2013. 
 
Data collection requirements: 
To find out more about the data collection requirements placed on us by the Department for Education (for 
example; via the school census) go to https://www.gov.uk/education/data-collection-and-censuses-for-schools. 
 
Youth support services 
What is different about pupils aged 13+? 
Once our pupils reach the age of 13, we also pass pupil information to our local authority and / or provider of youth 
support services as they have responsibilities in relation to the education or training of 13-19 year olds under 
section 507B of the Education Act 1996.  
 
This enables them to provide services as follows: 

• Youth support services 
• Careers advisers 

 
A parent / guardian can request that only their child’s name, address and date of birth is passed to their local 
authority or provider of youth support services by informing us. This right is transferred to the child / pupil once 
he/she reaches the age 16.  
 
Our pupils aged 16+ 
We will also share certain information about pupils aged 16+ with our local authority and / or provider of youth 
support services as they have responsibilities in relation to the education or training of 13-19 year olds under 
section 507B of the Education Act 1996. 
 
This enables them to provide services as follows:  

• Post-16 education and training providers 
• Youth support services 
• Careers advisers 

 
For more information about services for young people, please visit our local authority website.  
 
The National Pupil Database (NPD) 
The NPD is owned and managed by the Department for Education and contains information about pupils in schools 
in England. It provides invaluable evidence on educational performance to inform independent research, as well as 
studies commissioned by the Department. It is held in electronic format for statistical purposes. This information is 

https://www.gov.uk/education/data-collection-and-censuses-for-schools


     

3 

securely collected from a range of sources including schools, local authorities and awarding bodies.  
 
We are required by law, to provide information about our pupils to the DfE as part of statutory data collections 
such as the school census and early years’ census. Some of this information is then stored in the NPD. The law that 
allows this is the Education (Information About Individual Pupils) (England) Regulations 2013. 
 
To find out more about the pupil information we share with the department, for the purpose of data collections, 
go to https://www.gov.uk/education/data-collection-and-censuses-for-schools. 
  
To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-database-
user-guide-and-supporting-information. 
 
The department may share information about our pupils from the NPD with third parties who promote the 
education or well-being of children in England by: 
 

• Conducting research or analysis 
• Producing statistics 
• Providing information, advice or guidance 

 
The Department has robust processes in place to ensure the confidentiality of our data is maintained and there are 
stringent controls in place regarding access and use of the data. Decisions on whether DfE releases data to third 
parties are subject to a strict approval process and based on a detailed assessment of: 
 

• Who is requesting the data 
• The purpose for which it is required 
• The level and sensitivity of data requested: and  
• The arrangements in place to store and handle the data  

 
To be granted access to pupil information, organisations must comply with strict terms and conditions covering the 
confidentiality and handling of the data, security arrangements and retention and use of the data. 
 
For more information about the department’s data sharing process, please visit:  
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  
 
For information about which organisations the department has provided pupil information, (and for which project), 
please visit the following website: https://www.gov.uk/government/publications/national-pupil-database-
requests-received 
 
To contact DfE: https://www.gov.uk/contact-dfe 
 
Requesting access to your personal data 
Under data protection legislation, parents and pupils have the right to request access to information about them 
that we hold.  To make a request for your personal information, or be given access to your child’s educational 
record, contact the principal of the academy or the SNMAT Data Protection Officer. 

 
You also have the right to: 

• Object to processing of personal data that is likely to cause, or is causing, damage or distress 
• Prevent processing for the purpose of direct marketing 
• Object to decisions being taken by automated means 
• In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed 
• Claim compensation for damages caused by a breach of the Data Protection regulations  

 

https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/contact-dfe
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Contact: 
If you would like to discuss anything in this privacy notice, please contact: 
 
Mrs Anna Martin 
office@magnusacademy.co.uk 
 
Data Protection Officer 
data.protection@snmat.org.uk 

If you have a concern about the way we are collecting or using your personal data, you should raise your concern 
with us in the first instance or directly to the Information Commissioner’s Office at https://ico.org.uk/concerns/. 
 
  

https://ico.org.uk/concerns/


     
 

Data Collection Form                                    Date ……………… 
 

Surname  
 Forename  

Middle Name  
 Chosen Name  

Date of Birth  
 

Address:  
 

Postcode:  
 Tel.No.:(Landline)  

Parent/Carer Name:  Occupation:  Mobile: 
(to receive texts)  

Address if Different 
from Above  

 
Email:   

Parent/Carer Name:  Occupation:  Mobile:  
 

Address if Different 
from Above  

Email:  

Please note that parent/carer contact details may be shared with companies providing services to the academy for 
the benefit of parents, such as text messaging. 

 
Emergency Contacts other than Parent/Carers named above: 
 
 Phone Number:  Relationship:  

 
 Phone Number:  Relationship:  

 
Please list below the names of authorised adults who may be collecting your child(ren) throughout the year: 
 
 

  

 
Ethnic Origin: (please tick the correct description) 
AIND – Indian  APK – Pakistani   BCRB – Black / Caribbean  
CHNE – Chinese  MBA – White / Black African   WHT – Traveller  
MWAS – White / Asian  MWB – White / Black Caribbean   WIRI – Irish  
MOT – Any other mixed 
background 

 WBRI – White British   WOTH – Any other white 
background 

 

 



     
 

My child’s first language is:  
 Religion:  Home Language:  

Any Family Links in School:  
 

 
Member of HM Forces YES  NO   Permission to sit in front of 

mini-bus 
YES  NO  

 
Meals:  1.Free school meal entitlement  2.Paid School Dinners  3.Sandwiches  4.Home  
(If your child has sandwiches but is entitled to free school meals, please tick number 1) 

 
Medical Information 

 

Doctor’s Name:  Surgery:  

Special medical factors/allergies:  
 

 
Asthmatic: YES  NO  Inhaler provided: YES  NO  

 
Any children requiring inhalers must have an inhaler to keep in school and up-to-date medication at all times.   
Parents must ensure they complete an asthma card detailing the condition and the amount of medication required. 
 
I understand that for the safety of my child, I should telephone school as soon as possible on the first day of absence.   
 
It is important to contact the academy with any changes throughout the year, especially changes to emergency contact 
numbers, mobile phones, allergies or asthma etc. 
 
General Data Protection Regulation 
 
The Diocese of Southwell and Nottingham Multi Academy Trust is registered to collect and process personal information 
with the Information Commissioner’s Office.  The academy needs to collect this information because it is legally required 
to do so and because it needs the information in order to do its job.  It is legally required to share some of the data with 
the Local Authority and the DfE.  Contact details for parents may be shared with companies, which provide services for 
the academy for the benefit of parents.  Medical details are collected for the protection of your child.  The academy has a 
duty to protect this information and to keep it up to date.  Full details may be found in the attached privacy notice. 
 
Signed:         (Parent/Carer)   Date:     



     

1 

CONFIDENTIAL PARENTAL CONSENT FORM 
 

Local Visits 
 
 

Full name of child/student in block capitals _____________________________________ 
 
We/I give my consent for my child to participate in the following visits in the local area: 
 

Walks to church YES/NO  
Walks around the village YES/NO  
Sports events at local schools YES/NO  
Swimming YES/NO  
Visits to Newark museums YES/NO  
 YES/NO  
 YES/NO  
 YES/NO  

 
Parents will be informed of local visits and asked to complete an acknowledgement slip as appropriate. 
 
Please note that you have the right to withdraw your consent at any time by contacting the academy either by e-
mail to office@magnusacademy.co.uk or telephone 01636 680066 or by contacting the Data Protection Officer at 
data.protection@snmat.org.uk.  
 
Consent forms for day trips and residential visits will also need to be completed as required.   
  

mailto:data.protection@snmat.org.uk
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CONFIDENTIAL PARENTAL CONSENT FORM 
 

Medical Information for Visits 
 
Please note that the information on this form will be held by the member of staff in charge when a day visit takes 
place.  This information is being collected and processed in the vital interests of your child. 
 
Full name of child/student in block capitals _____________________________________ 
 
Please give details of any medication your child requires: 
 

Name of Medication Dosage Times of day or 
circumstances to be given 

Method of administration 

 
 
 
 
 
 
 
 
 
 

   

 
I give my consent for a member of staff to administer the above medication, which I will 
deliver to the group leader before the visit.  I understand the staff leading the visit are 
not qualified medical practitioners but that they will take reasonable care in the 
administration of the medication and will endeavour to respond appropriately should 
emergency treatment be required. 
 

YES/NO 

I give my consent for my son/daughter to self-administer the above drugs. 
 

YES/NO 

Is your son/daughter allergic to any medication? 
 

YES/NO 

If YES please specify  
 

 

When did your son/daughter last receive a tetanus injection?   
 

Date  

Does your child have any special dietary requirements? 
 

YES/NO 

If YES please specify  
 

 

Do you agree to your son/daughter receiving emergency medical treatment as 
considered necessary by the medical authorities present 

YES/NO 

• anaesthetic  YES/NO 
• blood transfusion YES/NO 

 
Please note that you have the right to withdraw your consent at any time by contacting the academy either by e-
mail to office@magnusacademy.co.uk or telephone 01636 680066 or by contacting the Data Protection Officer at 
data.protection@snmat.org.uk. 
 
Signed:         Parent/Guardian 

mailto:office@magnusacademy.co.uk
mailto:data.protection@snmat.org.uk
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CONFIDENTIAL PARENTAL CONSENT FORM 
Photograph and Media Permission 

Full name of child/student in block capitals _____________________________________ 

The use of digital/video images plays an important part in learning activities. Pupils/students and members of staff 
may use digital cameras to record evidence of activities in lessons and out of school.  These images may then be 
used in presentations in subsequent lessons.  Photographs (printed and digital) and/or video recordings of school 
activities used for internal records, records of achievement, evidence of learning opportunities and assessment are 
legally permissible as part of the academy’s purpose.   

However, your permission is required for the academy to use photographs and/or videos for marketing, promotion, 
fundraising and school communications purposes in accordance with the SNMAT Data Protection Policy.  We will 
ensure that when images are published that the young people cannot be identified by the use of their names. 

Parents/carers are requested to sign the permission form below to allow the school to take and use images of their 
children for the following reasons: 

Academy publications (printed or digital) (e.g. prospectus, newsletters, school magazines) YES/NO 
Academy website YES/NO 
Academy Trust website YES/NO 
Academy Trust banner YES/NO 
Academy banner YES/NO 
Academy Facebook page YES/NO 
Academy Twitter feed YES/NO 
Academy/class blogs YES/NO 
Local newspapers using freelance journalists YES/NO 
Local television networks YES/NO 
National television networks YES/NO 
Other (must be specified) YES/NO 

Parent/carer name: 

Signed:   

Date:    

Please note that you have the right to withdraw your consent at any time by contacting the academy either by e-
mail to office@magnusacademy.co.uk or telephone 01636 680066 or by contacting the Data Protection Officer at 
data.protection@snmat.org.uk.  

In accordance with guidance from the Information Commissioner’s Office, parents/carers are welcome to take 
videos and digital images of their children at school events for their own personal use (as such use in not covered 
by the Data Protection Act).  To respect everyone’s privacy and in some cases protection, these images should not 
be published or made publicly available on social networking sites, nor should parents/carers comment on any 
activities involving other pupils/students in the digital/video images. 

I agree that if I take digital or video images at, or of, academy events, which include images of children other than 
my own, I will abide by these guidelines in my use of these images. 

Signed:  

Date:  

mailto:data.protection@snmat.org.uk
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CONFIDENTIAL STUDENT CONSENT FORM 
 

Use of Biometric Systems Permission Form 
 
 
The academy uses biometric systems for the recognition of individual students as part of the payment system in 
the school restaurant. 
 
Biometric technologies have certain advantages over other automatic identification systems as students do not 
need to remember to bring anything with them.  
 
The academy has carried out a privacy impact assessment and is confident that the use of such technologies is 
effective and justified in an academy context. 
 
No complete images of fingerprints are stored and the original image cannot be reconstructed from the data.  That 
is, it is not possible for example, to recreate a pupil's fingerprint or even the image of a fingerprint from what is in 
effect a string of numbers.  
 
All students over the age of 12 years are asked for permission for these biometric technologies to be used: 
 
 
I agree to the school using biometric recognition systems, as described above. I 
understand that the images cannot be used to create a whole fingerprint and that these 
images will not be shared with anyone outside the school. 

Yes / No 
(Please delete as 

appropriate) 

 
Student name:                
 
Signed:         
 
Date:         
  
 
Please note that you have the right to withdraw your consent at any time by contacting the academy either by e-
mail to office@magnusacademy.co.uk or telephone 01636 680066 or by contacting the Data Protection Officer at 
data.protection@snmat.org.uk. 
  

mailto:data.protection@snmat.org.uk


             
 

USE OF ICT 
PARENT/CARER PERMISSION FORM 

 

  

Parent/carer’s name:       

 

Student name:         

As the parent/carer of the above student/pupil, I give permission for my son/daughter to have access to the internet 
and to ICT systems at school.  

I know that my son/daughter will be asked to sign an Acceptable Use Agreement and has received, or will  receive, 
online safety education to help them understand the importance of safe use of technology and the internet – both 
in and out of school.  

I understand that the school will take every reasonable precaution, including monitoring and filtering systems, to 
ensure that young people will be safe when they use the internet and systems. I also understand that the school 
cannot ultimately be held responsible for the nature and content of materials accessed on the internet and using 
mobile technologies.  

I understand that my son’s/daughter’s activity on the systems will be monitored and that the school will contact 
me if they have concerns about any possible breaches of the Acceptable Use Policy.  

I will encourage my child to adopt safe use of the internet and digital technologies at home and will inform the 
school if I have concerns over my child’s online safety. 

 

 

Signed:        

Date:        

  



             
 

USE OF CLOUD SYSTEMS 

PERMISSION FORM 
 

The school uses Google Apps for Education for students and staff.  This permission form describes the tools and 
pupil / student responsibilities for using these services.  

The following services are available to each student and hosted by Google as part of the school’s online presence 
in Google Apps for Education: 

Mail - an individual email account for academy use managed by the academy 

Calendar - an individual calendar providing the ability to organize schedules, daily activities, and assignments  

Docs - a word processing, spreadsheet, drawing, and presentation toolset that is very similar to Microsoft Office  

Sites - an individual and collaborative website creation tool 

Using these tools, students collaboratively create, edit and share files and websites for school related projects and 
communicate via email with other students and members of staff.  These services are entirely online and available 
24/7 from any Internet-connected computer.  Examples of student use include showcasing class projects, building 
an electronic portfolio of academy learning experiences, and working in small groups on presentations to share 
with others.  

The academy believes that use of the tools significantly adds to your child’s educational experience. 

 

As part of the Google terms and conditions we are required to seek your permission for your child to have a Google 
Apps for Education account: 

Parent/carer name:       

Student name:       

As the parent/carer of the above student, I agree to my child using the school using Google 
Apps for Education. Yes / No 

 

Signed:         

Date:         

 
 



In September you will be coming to Magnus Church of 
England Academy.  We would like you to tell us something 
about yourself before you arrive.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My present school is: 
 

____________________________ 
 

My name is: 
 
_____________________________ 

My date of birth is: 
 

Day_____________  
 

Month____________ 
 

Year_________ 

People in my family are: 

___________
___________
___________

 

At school I like these 
subjects: 

_____________
_____________
_____________

 

I enjoy: 

__________
__________
__________
__________

 
My friends who are coming 
to Magnus: 

_____________
_____________
_____________

 
 

Anyone coming up from my school I 
would wish to avoid: 

________________
________________
________________



 
 
 
 

I think I am good at: 

_________________
_________________

 

I need help with: 

__________________
__________________ 

My favourite author is: 

______________ 
 
because: 

_______________
_______________
_______________

 

I am most proud of: 

____________
____________

 

Clubs I belong to: 

________
________
________ 

Awards or badges 
I have won: 

________
________

 

My favourite TV show or 
film is: 

___________
___________

 What helps me to 
learn: 

__________
 

At Magnus Church of England Academy I am looking forward to: 

_____________________________________________
_____________________________________________

 



 

  

 Magnus Church of England Academy 
 Earp Avenue, New ark, Nottinghamshire NG24 4AB 

T: 01636 680066 F: 01636 680077 
E: off ice@magnusacademy.co.uk 

www.magnusacademy.co.uk 
 

Principal: Mrs A Martin - BA (Hons), PGCE, NPQH    

Ref:FSM/APP 
 
Dear Parent/Carer 
 
We have a new service to check for Free School Meals eligibility, this service allows us to sign up all 
parents/carers to a Free School Meal checking service through the school, this service uses some information 
from Parents to check if your circumstances entitle your child to free school meals within school.  Once on the 
service you need never make a new application even if your circumstances change the service does fortnightly 
checks for all application.   If you would like to make your own application, please use the online form (follow 
link below) 
 
https://www.cloudforedu.org.uk/ofsm/sims 
 
To let us use this service we need some information from you  
 
Applicant (Parent making the application) 
 
Title:      
 
Forename:     
 
Surname:     
 
National Insurance Number:     
 
National Asylum Support Service reference number:      
 
Applicants Current Email Address for Notifications:      
 
Applicants Date of Birth:     
 
Childs Details  

Childs Name   Childs Date of Birth Applicants Relationship to child 
   

   

   

   

 
By completing this form, you are giving permission for Magnus Church of England Academy to use the details 
provided to make an application for Free School Meals on your behalf 

https://www.cloudforedu.org.uk/ofsm/sims
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